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WHY GMAIL ACCOUNTS

EMAILS: For sustainability purposes, we will use this email
adres for hand-over puposes.

MOBILE TECHNOLOGY: you will need a gmail account to log in
with playstore for the latest version of MFIELDWORK
MAPSENGINE: we use mapsengine (google) to put in a map all
the basic services that people access. Through the gmail
account, we can share the specific maps for your region, which
you can edit (delete, change name,...)

CALENDER: the calender will be come the workplan and all
activities that you are coordinating should be mentioned here.

Global Shelter Cluster
ShelterCluster .org
Coordinating Humanitarian Shelter



DECISIONS ON EMAILS

EMAILS: As discussed, the regional shelter cluster coordinators
have the choice:
*to either use the gmail account for all correspondence
OR *systematically add the gmail account in cc for all
correspondence.

PASSWORDS: the general password is “sheltercluster” . All
coordinators are free to change their password but will have to
provide the logins when they handover the tasks to another
person.
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GETTING STARTED: LOG IN

Bl (1295 unvead) - martijnge x | FLYSA0 - East Africa’s low % | [E] Sign in - Goagle Accaunt: x |

S — — —_— —
Malindi 14 days Weather f x { [ Sign in - Google Account: % ! wfl ShelterCluster.org - Some. %

<« C' | B hitps://accounts.google.com/ServiceLogin?sacu=18&passive=1209600&acui=0#Email=shelterclustersomalia%40gmail.com

= Apps |l SignintoYahoo # MapsEnginelite W ShelterClusterorg [ CHF I gmail
Google

One account. All of Google.

Sign in with your Google Account

Shelter Cluster Somalia
shelterclustersomaliag@gmail com

Sign in with a different account

One Google Account for everything Google

HM&EOD 2> A

About Google  Privac

Terms  Help B | English (United States)  *

Global Shelter Cluster
ShelterCluster.org
Coordinating Humanitarian Shelter




GETTING STARTED: gmail account
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< X | & https://mail.google.com/
it Apps Wl SignintoYahoo # MapsEnginelite w@ ShelterClusterorg [ CHF 1M gmail

Ee 8[@ “ +Shelter
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ck here to enable desktop noti i for Gmail. Learn more Hide
Gmail ~ (e More 1-50 of 63 > 0
I Inbox (31)
Gmail Team Your Gmail address, scsomima@gmail.com, has been created - Welcome to Gmaill You can login to your account at http:/mail google com/. Here are a couple of tips 2:32 pm
Starred
Impartant Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V}) {$6.15 USD) - Hello Martijn Goddeeris. Thanks for buying from Google Ireland Limited (VAT IE6388047 Aug 14
Sent Mail Shelter Cluster Somalia . Invitation: Conduct mapping exercise @ Wed Sep 17 8am - Fri Sep 26, 2014 4:30pm (Shelte... - more details » Conduct mapping exercise Collecting existing fac RsVE ~ | [ Aug 12
Drafts (1)
g il.com (2 il.com has shared a calendar with you - Hello shelterclustersomalia@gmail.com are writing to let you know that scsomgaro mail.com has Aug 12
= Circles
Friends Shelter Cluster Somalia . Invitation: (No Subject) @ Mon Sep 15, 2014 3:30pm - 4:30pm (Shelter Cluster Coordinator) - more details » (No Subject) Training for enumerators for using mobile phon rRsvp v | [ Aug 12
Fraingy il.com il.com has shared a with you - Hello shelterclustersomalia@gmail.com, We are writing to let you know that scsomhargeysa@gmail.com Aug 12
Acquaintances
scsomkil il.com (2 it il.com has shared a calendar with you - Hello shelterclustersomali ing to let you know that scsomkismayo@gmail.com has Aug 12
Fallowing
More ~ b il.com b gmail.com has shared a calendar with you - Hello shelterclustersomalia@gmail com, We are writing to let you know that scsombossaso@gmail com has Aug 12
; Shelter Q baid. il.com baid. il.com has shared a calendar with you - Hello shelterclustersomal are writing to et you know that scsombaido ail com has Aug 12
gadish il.con dish il.com has shared a dar with you - Hello shelterclustersomaliag m, We are writing to let you know that scsommogadishu@gmail.com Aug 12
Google Wallet Subsecription order receipt from Google Ireland Limited (VAT IE6388047V) {$6.15 USD) - Hello Martijn Goddeeris. Thanks for buying from Google Ireland Limited (VAT IE6388047 Jul 14
Google Wallet Subsecription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeens. Thanks for buying from Google Ireland Limited (VAT IE6388047 Jun 14
Liz Palmer (Google Maps.  Request to share BOSSASO - Request to share BOSSASO You are the owner of this item and lizypalmer@gmail com has asked that you May 27
Liz Palmer (Google Maps.  Request to share BOSSASO - Request to share BO! O You are the owner of this item and lizypalmer@gmail com has asked that you May 26
Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris. Thanks for buying from Google Ireland Limited (VAT IE6388047 May 14
Martijn Goddeeris data excel @ May 7
no-reply Suspicious sign in prevented - Shelter Cluster Somalia kismayo Hi Shelter Cluster Somalia. Someone recently used your password to = Apr 26
no-reply Suspicious sign in prevented - Shelter Cluster Somalia Hi Shelter, Someone recently used your password to try to sign in to your = Apr15
Dot ©-t=-==*-= order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris, Thanks for buying from Google Ireland Limited (VAT IE6388047V) usir Apr 14

With the handover, the new regional coordinator should have
access to all the mails that have been sent.
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FROM GMAIL TO THE CALENDER
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Sent Mail Shelter Cluster Somalia . Invitation: Conduct mapping exercise @ Wed Sep 17 8am - Fri Sep 26, 2014 4:30pm (Shelte... - more details » Conduct mapping exercise | MNews
Drafts (1)
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~ Circles
Friends Shelter Cluster Somalia . Invitation: (No Subject) @ Mon Sep 15, 2014 3:30pm - 4:30pm (Shelter Cluster Coordinator) - more details » (No Subject) Tr: orgny
Family Calendar
S il.com il.com has shared a calendar with you - Hello shelterclustersomalia@gmail com, We are writing to let you know that sc

Acquaintances

m has shared a calendar with you - Hello shelterclustersomalia@gmail.com, We are writing to It you know that sce

Following Mare
More~ b gmail.com b il.com has shared a calendar with you - Hello shelterclustersomalia@gmail com, We are writing to let you know that scsombossasa(@gmall com has Aug 12
.“She\ter Q baid il.com baid il.com has shared a calendar with you - Hello shelterclustersomalia@gmail.com, We are writing to let you know that scsombaidoa@gmail.com has Aug 12
dish il.con dish il.com has shared a dar with you - Hello shelterclustersomalia@gmail.com. We are writing to let you know that scsommogadishu@gmail.com Aug 12
Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris, Thanks for buying from Google Ireland Limited (VAT [E6388047 Jul 14
Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris, Thanks for buying from Google Ireland Limited (VAT [E6388047 Jun 14
Liz Palmer (Google Maps.  Request to share BOSSASO - Request to share BOSSASO You are the owner of this item and lizypalmer@gmail com has asked that you May 27
Liz Palmer (Google Maps.  Request to share BOSSASO - Request to share BOSSASO You are the owner of this item and lizypalmer@gmail com has asked that you May 26
Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris, Thanks for buying from Google Ireland Limited (VAT [E6388047 May 14

Start a new one

Martijn Goddeeris data excel (=] May 7
no-reply Suspicious sign in prevented - Shelter Cluster Somalia kismayo Hi Shelter Cluster Somalia, Someone recently used your password to (= Apr 26
no-reply Suspicious sign in prevented - Shelter Cluster Somalia Hi Shelter, Someone recently used your password to try to sign in to your (=] Apr 15
Q Google Wallet Subscription order receipt from Google Ireland Limited (VAT IE6388047V) ($6.15 USD) - Hello Martijn Goddeeris, Thanks for buying from Google Ireland Limited (VAT IE6388047V) usir Apr 14

Push on button 1 and then look for calendar in the google
inventory of all their applications.
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USING THE CALENDER
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Calendar < > Aug 31 - Sep 6, 2014 Day Week Month 4 Days Agenda More -

m Sun 831 Mon 9/1 Tus 912

Shelter cluster Meeting Baidoa

\E
w
g
g
@

Thu 9/4 Fri 95 Sat9i6

- September 2014 < >

SMTWTF 8

4 5 8
78 9 10111213 bam
14 15 16 17 18 19 20
21 22 23 24 25 26 27 7am
28 29 30
8am
« My calendars = 9am
SC Coordinator
10am
W W Associate
Tasks 11am
12pm
- Other calendars A
1pm
Contacts’ bithdays a...
2pm

Martiin Geddeeris
»
Shelter Cluster Som 3pm

Shelter Cluster Som

4pm
Shetter Cluster Som
Shelter Cluster Som om
Shelter Cluster Som.. Bpm
Shelter Cluster Som..
7pm
8pm
9pm

It is always most easy to look at the monthly calender (see 3)
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MONTHLY CALENDER

B (1305 unread) - martijngo. X | FLY540 - East Africa's low % 1 M Inbox (31) - sheltercluster- x | [ Google Calendar

Malindi 14 days Weatherf % { [EJ Sign in - Google Account: % e ShelterCluster.org - Soma %

C' | 8 https://www.google.com/calendar/render?tab=mcapli=
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Calendar < | > September 2014 Day Week Month 4 Days Agenda More ~ Q-
m Sun Won Tue Wed Thu Fri Sat
Sep1 2 3 4 5 &
+ September 2014 < >  Shelter cluster Meeting Baidoa
SMTWTF S
3 4 5 6
7 8 9 101112 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30
7 8 9 10 " 12 13
MARRIAGE ANDY UNHCR MACHA
~ My calendars Ed
4 SC Coordinator
° W M Assaciate
Tasks
14 15 16 17 18 19 20
| (12:00am) Martin Mogadishu || (12:00am) Aude marriage )
~ Other calendars = 3 =
Enumerator training for Mobile usi | + Conduct mapping exercise )
+ 3:30p (Mo title Conduct mapping exercise
Contacts’ birthdays a.. e * Conducting practical exercise fc
+ Conducting practical exercise fc
Wartijn Goddeeris +3 more
Shelter Cluster Som
21 22 23 24 25 26 27
Shelter Cluster Som 4+ Conduct mapping exercise
[ ]
SHgiter Ciuster Somm Conduct mapping exercise

Aude marriage

Shelter Cluster Som

SC Monthly Meeting - Garowe
Shelter Cluster Som.
Shelter Cluster Som.

28 29 30
{ Aude marriage

ceordnation meeting

visitio Garowe

You will have both have access to your calenders (nr 4) and the
shared calenders from colleagues (nr 5).
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SHARING CALENDERS

B (1395 unread) - martingo: % T,

7 : —_—
FLY540 - East Afiica's low % 1 1M Inbox (31) - sheltercluster: % [ Geogle Calendar %\ @ Malindi 14 days Weather { x 1 [EJ Sign in - Google Account: % Tw ShelterCluster.org - Soma %
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Calendar < > September 2014 Dy

Week 4Days Agenda More v -
m Sun Mon Tue Wed Thu Fri Sat

Sep1 2 3 4 5 8
~ September 2014 ¢ > | Shelter cluster Meeting Baidoa
TWTF s
3 2 3 458
7 8 9 101112 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30
7 8 9 10 1 12 12

Display only this Calendar
Calendar settings

Create event on this calendar

16 17 18

MARRIAGE ANDY UNHCR MACHA

Share this Calendar

Reminders and notifications otitle)
Contacts' bifindays a '
Martijn Goddeeris

Shelter Cluster Som

19 20
|| (12:00am) Aude marriage
rtraining for Mobile usi ‘ + Conduct mapping exercise )
Conduct mapping exercise
e
+ Conducting practical exercise fc
+3 more
23 24 25 26 27

Shelter Cluster Som

Choose custom color
Shetter Cluster Som_

< AuuE ETEgE

Shelter Cluster Som
Shelter Cluster Som...

Shelter Cluster Som...
28 29

SC Monthly Meeting - Garowe

{ Aude marriage

coordnation meeting

visitto Garowe

Click on the right of the calender you would like to share (6)

and share the calender (7)
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SHARING CALENDERS

B (1305 unread) - martijngo. X | FLY540 - East Africa's low % | M Inbox (31) - sheltercluster- x | [ Google Calendar x |

— —

-
Malindi 14 days Weather { % { [ Sign in - Google Account- X | W ShelterCluster.org - Som= X

<« C' | B https://www.google.com/calendar/rend

i Apps Wl SignintoYahoo § MapsEnginelite W ShelterClusterorg | CHE MM gmail

Ee 8[@ “ +Shelter

SC Coordinator Details

Calendar Details ~ Share this Calendar Reminders and notifications

Q Share

« Back to calendar | Save | | Cancel
Make this calendar public Learn more
This calendar will appear in public Google search results.

Share only my free/busy information (Hide details)

Share with specific people

Person Permission Settings Remove
See all event details ¥ | | AddPerson |
[ ]

L] scsomgarowe@gmail.com See all event details v o
scsomgaalkacyo@gmail.com See all event details v L)
scsomhargeysa@amail.com See all event details v o
scsombaidoa@gmail.com See all event details v T
scsombeletweyne@gmail.com See all event details v L)
scsomkismayo@gmail.com See all event details v it
scsomdhobley@gmail.com See zll event details v T
shelterclustersomalia@gmail.com Make changes AND manage sharing
scsommogadishu@agmail.com See all event details v o
scsomdoolow@gmail.com See all event details v L)
scsombossaso@gmail.com See all event details v o

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to calendar | Save

©2014 Google - Terms of Sewvice - Privacy Policy

Add an email account with who you would like to share (8) and
decide what permission you want to grant him/her (9)
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SHARING with SECRETARIAT

B (1305 unread) - martijngo. X | FLY540 - East Africa's low % | M Inbox (31) - sheltercluster- x | [ Google Calendar

v —_— —
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i Apps Wl SignintoYahoo § MapsEnginelite W ShelterClusterorg | CHE MM gmail

Ee 8[@ “ +Shelter

SC Coordinator Details

Calendar Details ~ Share this Calendar Reminders and notifications

« Back to calendar | Save | | Cancel
Le¥es | BERS, |

Make this calendar public Learm mors

This calendar will appear in puslic Google search resuts.
Share only my free/busy information (Hide details)

Share with specific people

Person Permission Settings Remove
See zll event details v Add Person |
[ ]

L] scsomgarowe@gmail.com See all event details v o
scsomgaalkacyo@gmail.com See all event details v L)
scsomhargeysa@amail.com See all event details v o
scsombaidoa@gmail.com See all event details v T
scsombeletweyne@gmail.com See all event details v L)
scsomkismayo@gmail.com See all event details v it
scsomdhobley@gmail.com See zll event details v T
shelterclustersomalia@gmail.com Make changes AND manage sharing
scsommogadishu@agmail.com See all event details v o
scsomdoolow@gmail.com See all event details v L)
scsombossaso@gmail.com See all event details v o

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to calendar | Save | | Can
BB R B L

©2014 Google - Terms of Sewvice - Privacy Policy

shelterclustersomalia@gmail.com (8) should have editing rigths
as we will want to add tasks on your calender (9).
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SHARING with SECRETARIAT

B (1305 unread) - martijngo. X | FLY540 - East Africa's low % | M Inbox (31) - sheltercluster- x | [ Google Calendar

v —_— —
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<« C' | 8 https://www.google.com/calendar/render?tab=mc&p

i Apps Wl SignintoYahoo § MapsEnginelite W ShelterClusterorg | CHE MM gmail

Ee 8[@ “ +Shelter

SC Coordinator Details

Calendar Details ~ Share this Calendar Reminders and notifications

« Back to calendar | Save | | Cancel
Le¥es | BERS, |

Make this calendar public Learm mors

This calendar will appear in puslic Google search resuts.
Share only my free/busy information (Hide details)

Share with specific people

Person Permission Settings Remove
See zll event details v Add Person |
[ ]

L] scsomgarowe@gmail.com See all event details v o
scsomgaalkacyo@gmail.com See all event details v L)
scsomhargeysa@amail.com See all event details v o
scsombaidoa@gmail.com See all event details v T
scsombeletweyne@gmail.com See all event details v L)
scsomkismayo@gmail.com See all event details v it
scsomdhobley@gmail.com See zll event details v T
shelterclustersomalia@gmail.com Make changes AND manage sharing
scsommogadishu@agmail.com See all event details v o
scsomdoolow@gmail.com See all event details v L)
scsombossaso@gmail.com See all event details v o

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to calendar | Save | | Can
BB R B L

©2014 Google - Terms of Sewvice - Privacy Policy

shelterclustersomalia@gmail.com (8) should have editing rigths
as we will want to add tasks on your calender (9).
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i (139 unread) - martiingo. % 1.

<« C' | & hitps://www.google.com/calend

FLY540 - East Africa’s low % A M Inbox (31) - sheltercluster: %

frender?tab=mc&pli=1#

ADDING A TASK

Bl Google Calendar x

£ ppps Wl SignintoYahoo § MapsEnginelite w ShelterClusterorg [ CHE M gmail

= w
Malindi 14 days Weather ¢ % { [ Sign in - Google Account= % | w ShelterCluster.org - Soma X

Ee 8[€ “ +Shelter A shae (@
Calendar < | > September 2014 Day Week Month 4Days Agenda More ~ -
m Sun Won Tue Thu Fri Sat
Sep1 2 3 4 5 6
~ September 2014 < > Shelter cluster Meeting Baidoa
SMTWTF 5
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30
5 6 7 8 " 12 13
Event | Task X WARRIAGE ANDY UNHCR MACHA
~ My calendars Ed Tue, September 16
SC Coordinator |
B 1M Associste ° e.0., 7pm Dinner at Pancho's
endar:
Tasks SC Coordinator v
14 15 Edi 18 19 20
[ (1Z:00am) Martin Mogadishu Create cvent ICevents || (1z:00am) Auge marriage )
~ Other calendars
Enumerator fraining for ... e ——— CAETCISE )
+ 3:30p (Mo title) Conduct mapping exercise
* Conducting practical exercise fc
Wartijn Goddeeris +3 more
Shelter Cluster Som.
21 22 23 24 25 26 27

Shelter Cluster Som. ( + Conduct mapping exercise

Shelter Cluster Som. LTI o S o

Aude marriage

Shelter Cluster Som.

Shelter Cluster Som

Shelter Cluster Som
28

SC Monthly Meeting - Garowe

29 30

Aude marriage

coordnation meeting

visitto Garowe

Double click on the date vou would want to set up a new event
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ADDING A TASK

Name: short and to the point (fe
SC monthly meeting, Training

mapping, ...)

Time: for mapping exercises, it
will be full day, for monthly
meetings, it will be specific.

I

Provide a description. This can
be copy pasted from the final
report or from the minutes.
Please specify actionpoints that
were taken

!
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B (139 unread) - martiingo. X V. FLYS40 - Eest Africa's low X ¥ I Inbox (31) - sheltercluster: % ‘7 Google Calendar

x \ @ Malindi 14 days Weather { x
b )

&« C' @ hitps://www.google.com/calendar/render?tab=mc&pli=1#

i Apps W SignintoVahoo # MapsEnginelite W ShelterClusterorg [ CHF [ gmail

Google

Discal

rd

[untited eveng

9/16/2014 to 9/16/2014

I« All day Repeat

Event details Find a time

Where
Video call Add video call
Calendar

Description

Eventcolor [ | [l
Reminders |Fop-up ¥

Add a remin. der

Show me as (@ Available

Privacy @ Default

Add guests

Enter email addresses

SC Coordinator ¥

Guests can

(L) modify event

| invite others

« see guest list

Busy

| |
= ﬁ You can set reminders

Public P

By defautt this event will follow the sharing settings of this calendar: event details will be visible to anyone
who can see details of other events in this calendar. Lzarn more

Want to add attachments? Learn how to enable the lab!
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ADDING A TASK

Name: short and to the point (fe
SC monthly meeting, Training

mapping, ...)

—)

Time: for mapping exercises, it
will be full day, for monthly
meetings, it will be specific.

=

Provide a description. This can
be copy pasted from the final
report or from the minutes.
Please specify actionpoints that
were taken

Global Shelter Cluster
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B (139 unread) - martiingo. % V. FLYS0 - Esst Africa's low X I Inbox (31) - sheltercluster

&«

2! Apps Sign in to

ender?tab=mc&pli=1#
org [ CHF ] gmail

C' @ https://www.google.com/calendar,
Vshoo # MapsEngineLite ' ShelterCluster,

Google
- R
[untited eveng

9/16/2014

uuuuuu

to | 9/16/2014
I« All day Repeat

Event details Find a time

Where
Video call Add video call

ar | SC Coordinator ¥

Event col [~ | [ ] [ ]
Remind Pop-up v | 30| minut x
Add a remin. der
Show me as ® Available Busy

Privacy @ Default Public Private

By defautt this event will follow the sharing settings of this calendar: even
who can see details of other events in this calendar. Lzarn more

ble the lab!

Want to add attachments? Learn how to enal

ﬂ Geegle Calendar x \ @ Malindi 14 days Weather { x
b )

Add guests
Enter email addresses

Guests can

(L) modify event

| invite others
see guest list

it details will be visible to anyone

16



